Title: Report Iime for Exempt and Non Exempt
Employees
Functional Area: Time Tracking

SYSTEM

Reporting Time
(for Exempt and Non Exempt Employees)

Use this procedure as a guide to enter time during the work week, including a combination of:
¢ Daily work hours, and
* Intermittent leave. This is time off in a day that is by the hour or less than a full work day; for
example, you may take 2 hours to go to a doctor's appointment. Note: To request longer periods
of time off (e.g., a week of planned vacation), refer to the Request Time Off job aid.

This guide includes the timesheet entry procedure to be used for employees and contractuals, including:
Regular 40 Hour Per Week Employees

Cash Overtime Eligible (COE) Employees

Compressed Schedule Employees

Unbalanced (Flexible) Schedule Employees

Part-time Employees

Procedure:

1. From the Home page, click the Time Time worklet.

Time Worklet
Enter Time View Time
This Week (G Hours) View 8y Calendar
Last Week (40 Hours) Review My Time by Week
<N >
Salant Weak
Request Time OH
Corrpct My Timie Off
« — s >

2. Choose whether to enter time for the current week or a prior week. Use one of the following buttons:

__Ig'.'.-.- ____ a b il | _ i | Do Ttli_’-u: 0]
To enter time for the current week... Click the This Week button.
To enter time for the previous week... Click the Last Week button.
To select a week in a previous pay period... Click the Select Week button.
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3. Enter time and leave using the procedures in the Time Entry Procedures table on the next pages.
Then, continue to step 4.

Note: Tips for entering time on the timesheet can be found at the end of this procedure.

Last Updated on: 02/08/16 Page: 2 of 6



Title: Report Iime tor Exempt and Non Exempt
Employees
Functional Area: Time Tracking
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Time Entry Procedures

Type of Time Entry Procedure

[ To copy time from a
previous week (a

1. Click the Auto-fill from Prior Week button.

week in the past to 2. Click the Select Week field and select the week (e.g., 11/11/15 — 11/17/15) you
save time on your want to copy.
entry)... 3. Optional. Click the Also copy details and comments check box, to add all
details and comments from that time sheet (if desired).
4. Click OK.

5. Review the timesheet.

" 6. If needed, modify time. Use procedures listed in this table to modify timesheet.
To enter regular work %
hours... 1. Click the Add Row icon to enter time on a specific day in the week (e.g.,
Wed, 11/4).

2. Verify that the appropriate Time Entry Code displays in the Time Type field.
(e.g., Exempt: Regular, Non-Exempt: Regular, Regular, etc.)

Note: Regular scheduled work hours should be entered with the appropriate
Time Entry Code. This code defaults based on your employee type. If the code
doesn’t default, click the prompt in the Time Type field. Then, select the
appropriate Time Entry Code.

G

3. Enter/select the following information in the fields listed:

o In: Enter the start time you reported to work. For example, enter “8a”.Then,
click in the next field or click Tab.

e Out: Enter the time you checked out of work. For example, enter “12p”. Then,
click in the next field or click Tab.

e Out Reason: Select the reason (e.g., Meal or Out) you check out of work.

o Position: If you have another State position(s) for which you are reporting
time, enter or select the position.

» Worktag: Select a Worktag (e.g., PCA, Grant Location, etc.), if applicable.
(Note: Only some agencies use worktags).

4. Repeat the steps above to enter all blocks of time for each week as needed.
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Title: Report 1ime tor Exempt and Non Exempt
Employees
Functional Area: Time Tracking

(For Compressed
Regular Full-
Time/Exempt
employees ONLY)

To enter approved
Comp Time earned ...

1. Click the Add Row icon to enter time on a specific day in the week (e.g.,
Wed, 11/4).

2. Enter/select the following information in the fields listed:
o Time Type: Use the prompt to select the appropriate Time Entry Code.

¢ In: Enter the start time you reported to work. For example, enter “4p”.
Then, click in the next field or click Tab.

e Out: Enter the time you checked out of work.

e Out Reason: Select the reason (e.g., Meal or Out) you check out of
work.

* Worktag: Select a worktag (e.g., PCA, Grant Location, etc.), if
applicable. Note: Only some agencies use worktags.

3. Repeat the steps above to enter all blocks of time for each day of the week, as
needed.

To enter time for
special payments...

1. Click the Add Row icon to enter time on a specific day in the week (e.g.,
Wed, 11/4).

2. Enter/select the following information in the fields listed:

o Time Type: Use the prompt to select the appropriate Time Entry Code
(e.g., Asbestos Pay, etc.).

¢ Quantity: Enter the applicable quantity of hours, periods, etc.

3. Repeat the steps above to enter any other time for the week, as needed.

To enter intermittent
leave...

(e.g., leave taken by
the hour that is less
than a full day)

1. Click the Add Row icon to enter time on a specific day in the week (e.g.,
Wed, 11/4).

2. Enter/select the following information in the fields listed:

o Time Type: Use the prompt to select the appropriate Time Off code
(e.g., Personal, Sick).

¢ Time Off Reason: Use the prompt to select the time off reason.
¢ In: Enter the start time of the leave.
¢ Qut: Enter the time the leave ended.

¢ Worktag: Select a worktag (e.g., PCA, Grant Location, etc.), if
applicable. Note: Only some agencies use worktags.

3. Repeat the steps above to enter any other leave, as needed.

Note: Time worked and time off (leave) can be entered in any order depending
on whether the leave was in the beginning, middle, or end of the day. All hours
in your schedule must be accounted.

To delete a row
entered...

1. Click the Remove Row |';| icon to delete a row on the timesheet.
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Title: Report Iime tor Exempt and Non Exempt
Employees
Functional Area: Time Tracking

Next
4. When you are finished entering time, click the Next button.

Enter Time

Capsdann Ameteg (TTETHU0 T g

Jan 6-12,2016

IMPCATANT: You'll lose the tima you just entered if jou leave this page without saving;

Daily Totals Week Totals
Wadinesday 8 Regular 45
Thurnday 8 Corog Earried o
Friday 8 Hollday/Emecgency
Saturday 0 Firite OF (1]
Sumday 0 ) Tatal Pard Hours A0
Mondag B

Tuesdny L1

Tatsl Hours 40

=l - -

5. Review the Daily and Week totals.

e The Daily Totals section displays the number of hours entered by day for the week.
e The Week Totals section displays the weekly balances (in hours) by category:
For Example: Regular Hours, Comp Earned, Comp Time Taken, Overtime,
Holiday/Emergency, Time Off, etc.
¢ If you need to make changes to the timesheet, click the Back button.

6. Click the Save button.

IMPORTANT: You'll lose the time you just entered if you leave this page without saving.

7. Once time is entered for the pay period, the timesheet should be submitted for approval.
(1)
SUBMISSION DEADLINE: Time should be submitted at the end of the pay period on

Tuesday, by 11:59 pm or as directed by your supervisor. Use the Submit Time job aid for
procedures.

8. The System Task is complete.
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| i
\l) Tips for Time Entry:

Each hour in the work day must be accounted for when entering time.

Use the plus sign to account for each block of time worked or for intermittent leave taken in a day.

For example, John arrived at work at 8:00am and went to lunch at 12:00pm. He returned at 12:30pm
and left work at 4:30pm for the day. To enter time for this day, John would add a row for 8:00am to
12:00pm and another row for 12:30pm to 4:30pm.

Meals should not be included in your work hours, unless your Agency allows paid meal time.

The start time (e.g., In) and end time (e.g., Out) must be entered and the appropriate time code
selected.

Valid entries when entering In and Out times:
Examples:

— To enter 8:00am:
Valid entries: “8a”, "8:00a”, “0800”, “8 am”, “8:00 am”

— Toenter 8:30am:
Valid entries: “830a", “8:30a", “0830”, “8:30 am”

- To enter 4:00pm:
Valid entries: “4p”, “4:00p”, “400p”, “1600”, “4 pm”, “4:00pm”

- Toenter 4:30pm:
Valid entries: “430p”, “4:30p", “1630”, “4:30 pm”

Differentials and special payments require the entry of the total quantity of hours worked in that shift
or activity (e.g., asbestos pay, on-call pay).

Comp Time and Overtime:

- For Regular 40-Hour Exempt Employees: The system automatically calculates comp time
earned 30 minutes after the 8" hour on a warkday.

~ For Non-Exempt COE Employees: The system automatically calculates overtime after forty (40)
hours have been worked in the week. If you choose earn Comp Time in lieu of cash overtime or
to “bank” your overtime instead of receiving cash, enter hours that you want to bank on the time
sheet.

- For Compressed Schedule Exempt Employees: You must manually enter any additional time
worked outside the normal compressed schedule for a day as “Comp Time Earned” on a second
time block or row, including the start (in) time and end (out) time).

- For Compressed Schedule Non-Exempt Employees: The system automatically calculates
overtime after forty (40) hours have been worked in the week. If you choose to earn Comp Time
in lieu of cash overtime or to “bank” your overtime instead of receiving cash, enter hours that you
want to bank on the time sheet.

You must account for your scheduled work hours per day on your timesheet.

You may have to enter several different time codes in the same day depending on the situation, one
per row is allowed. You can click the Add Row icon each time you want to add another row.

The system automatically calculates the total work and leave hours for the week based on the in and
out times or quantity entered.

The system automatically calculates holidays (except for 24/7 employees). 24/7 employees must
enter pre-scheduled holidays on the timesheet.

Refer to the Time Entry and Time Off Code Guide for a list of valid time codes.
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— Title: Submit Time
Functional Area: Time Tracking
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Submit Time

Use this procedure to submit time for a pay period. Submit time after all time has been entered for pay
period. All time entries including corrections should be submitted by the end of the pay period.

Before submitting your timesheet, use the Review My Time By Week job aid to preview your timesheet.

Procedure:
L }
1. From the Home page, click the Time Time worklet.
Time Worklet
Emter Time View Time
Thiz Week {20 Hours) View My Calendar
Last Week (40 Hours) Review My Time by Week
| AR i aep S gRERT|
Select Week
Request Time Off
Correci My Time Off
4 >
Submit Time
Submit Time
4 13
o _ _ o Submit Time
2. In the Submit Time section, click the Submit Time button.

'

6;' Tip: This button only displays when there is time that you have not submitted.
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Title: Submit Time
Functional Area: Time Tracking

SYSTEM

Submit My Time

The following petiods contaifi- unsubmitted time

C'j Jan 619, 201@_"{50 Heurs)

Cancel |

3. Click the radio button beside the pay period to be submitted.

g
QE’ Tip: There may be more than one unsubmitted pay period listed in this section. You can
only submit one pay period at a time.

4. ClicktheOK  button.
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Title: Submit Time
Functional Area: Time Tracking

SYSTEM

Submit My Time - Electronic Signature

Submission of this electronic form constitutes your signature ta the form with all the legal effect of any other
signature by you. By electronically signing this form, you are attesting to the sccuracy of the information contained
therein and that submission is authorized by you in your official capacity.

Fellovdng date range will be submined for approval

Jakidiary 06 - Januasy 19, 2016 - B Hours Tok) Total for January 06 - January 19, 2016
il Foth ry ry
Regudar 72
Comp Eamed L]

Holidsy/Emergency 8
Time Olt 0

Total Puld Howen BO

=

Subimi
5. Verify that the totals are correct and then click the Submit - button.

& Please read the statement at the top of the screen carefully prior to your submission.
Submitting a fraudulent timesheet may be cause for disciplinary action up to and
including termination.
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_ Title: Submit Time
% Functional Area: Time Tracking
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Submit My Time — Confirmation Page

ubmil My Time Time Entry: Captain America (TTE10001) - 80 hours from 01/06/2016 to

we

01/19/2016 e

'You have nuccesafully submitted your time

6. Click the Done button.

',
<

% Information: Your timesheet will be routed for approval. Your supervisor or other
designated approver (e.g., your supervisor's manager or Time Keeper Approver)
approves your submitted time. To view the status of your timesheet, use the Review My
Timesheet By Week job aid.

7. The System Task is complete.
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Title: Correct Reported Time
Functional Area: Time Tracking
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Correct Reported Time

Use this procedure to modify time that was entered incorrectly, add time that was previously omitted,
delete time entries, or make other changes.

You can modify timesheets for the current pay period and one previous pay period.

Note that if you correct time in a timesheet that has already been approved, you will have to submit the
change to be approved. Your timesheet and all corrections should be submitted by the last day of the pay
period by 4pm to ensure timely submission.

Procedure:

= |

1. From the Home page, click the Time Time worklet.

Time Worklet
Enter Time View Time
This Wieek {38 Hours) Vigw My Calentiar
st Wesk (0 Hours} Review My Time by Week
< —m | B I >
Salept Waek
Request Time Off
Caorrect My Time Off
(= —————r———ay— >

Submit Time

Submit Time

< JiiSS—r o B 2 - >

2. Choose whether to adjust time for the current week or a prior week. Use one of the following buttons:

[y T B | Do This...
To enter time for the current week. .. Click the This Week button.
To enter time for the last week... Click the Last Week button.
To enter time for a previous week... Click the Select Week button.
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Enter Time Page
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3. To madify the entries on the timesheet, use the procedures in the Timesheet Entry Procedures table
below:

Timesheet Entry Procedures

Click in the field that you want to update and change values as
needed.

2. Enter a comment on the row that was modified.

1. Click the Add Row o icon to enter time on a specific day in the

week.
2. Enter/select values in the required fields:
3. Enter a comment on the row that was added.
4. Repeat the steps above to enter all blocks of time for each day of the

week, as needed.

L 1. Click the Remove Row @ icon to delete a row on the timesheet.

Next

4. When you are done, click the Next button.
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Functional Area: Time Tracking

A¥LTEMN

Enter Time - Confirmation Pag

Drc2-22015

IMPGRTANT: You'll lose the time you fus entered if you leave this page without aaving

Daily Totals Week Totals
Wednesday & Regular 40
Thursday ('} Overtime 0
Friday 8 Comp Tim¢ Earned 0
Satirday a Holiday/Emergency ©
Sunday ] Time Off ]
Monday L] ToAal Paid Houra 46
Tuesday ]

ToiaiHoura A0

Back Cuncel

Review Daily and Week Totals. Confirm that adjustments are recorded correctly.

.

(@) .
Information:

» The Daily Totals section displays the total hours entered by day for the week.

* The Week Totals section displays the applicable weekly balances (in hours) by
category. For example: Regular Hours, Comp Earned, Comp Time Taken,
Overtime, Holiday/Emergency, Time Off, etc.

* If you need to change or add something after the review of your totals, click the

Back button to go back to the previous screen

Click the Save

IMPORTANT: You'll lose the time you just entered if you leave the page without saving.

button.

After adjustments are saved, you must submit the corrected entries for approval.

(i
\) Information: Time should be submitted at the end of the pay period by 4 pm or as
directed by your supervisor.

The System Task is complete,
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WORKDAY TIME OFF OVERVIEW
QUICK REFERENCE GUIDE

THE TIME OFF WORKLET

Click the Time Off worklet on the Home page to... . Request time off (leave) that for a full work day or consencutive
full days off. For example, a week long vacation. You can also

correct time off requests. This type of leave does not require HR
approval.

Request View

Time Off My Time Off
Time Off

Time Off Comection Time Off Balance

Time Off Results by Period

3. View [eave balances. . . . View leave requests and the
¢ Available Balance status of requests.

399.7S Hours - Annuial Leave

399.7% Hours - Annual teave Time OFf Termination Payout Plan

I NOTE: Leave of Absenence (LOA) requests . 0 Hours - Compensatory Time

| such as FMLA, Accident, Organ Donation, etc. ! ST BT SaaTS
| thatrequire a request/application process I v

| outside of Workday and HR approval are not I Sl sl

| requested using the Time Off worklet. Contact | 0 Hours - Salary Reduction Recovery
j your HR office to request a Leave of Absence. " 5003 Hours~Sick Time

|



WORKDAY TIME OFF OVERVIEW
QUICK REFERENCE GUIDE

1. Employee Name and Employee ID.

2. Today button. Click to display the current
month.

3. Arrow Controls. Scrolls through the
months in the calendar.

4, Month. Indicates the calendar month
displayed on the screen.

5. Balance as of Date. Shows the as of date
for leave balances, e.g., annual leave,
comp time, personal leave, etc.. This date
can be changed.

6. Total Leave Balance. Displays the total of
the leave hours available as of the date
selected in the Balance as of... date field.

7. Balance Per Plan. Section displays leave
balances for each leave plan listed.

8. Time Off Request Time Block. Displays
any time off requests including the status.
Common time off request statuses,
include:

e Unsubmitted — Gray Clock

e Submitted — Gray Check Mark

e Action Needed — Yellow Exclamation
Point

e Approved — Green Checkmark

e Denied — Red Circle

9. Holidays. Time blocks that display
scheduled State holidays.

10.Request Time Off button. Click to enter
leave type and reason (after indicating on
the calendar dates being requested). The
button displays the number of days being
requested

53Y5 TR M

REQUEST TIME OFF PAGE

f Tina Stevens (W1111111) &

teaey < 3 January 2016

Balance as of Sunday Monday Tuesday

121372018 9 °
1,147.8 Hours °
3 ']

Wednesday Thursday Friday Saturday
1 2

ew Yenr's Doy

in
-3
~
m
"

Batance Per Plan

Annual Leave
399,75 Hours
6 i 12 12 14 15 16

Annual Leave Time Off Terminstion
« Personal Leave (Time O Calendar)

Payout Plan
398.75 Hours °
Comipensatory Exempt Holiday Time

0 Hours 1”7 ! ] 18 20 21 22 23

5 Dv. Mactin Luth
Compensstory Time

G Hours

Leave Bank / Donation Time
O Hours

Personal Leave

48 Hours

Sakary Reduction Recovery
0 Hours

n

Sick Time
300.3 Hours

2 Days  Requesi Time Oft

Note: See the Request Time Off job aid for step-by-step instructions.



Title: Request Time Off
Functional Area: Time Tracking
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Request Time Off

Use this procedure to request continuous leave (more than 8 hours at a time or multiple workdays for the
employee) in a future pay period such as vacation. To request continuous leave, select the days you
want to use leave. Your balances are updated at the end of the pay period.

The days that you select will automatically be added to the corresponding future timesheet(s) and will
display as time off (leave). There will be no need to report your leave on that week’s timesheet.

Procedure:

1. From the Home page, click the Time Off worklet.
Time Off worklet

-

|
IIF}
'\
!
Request View i
Time Off My Time Off A
Tirme Off Correction - Time Off Balance '_ll
l|
Leave of Absence Time Off Results by Pericd i{
|

fleturn from Leave

Available Balance

152.81 Hours - Annual Leave
8 Hours - Compensaatory Exempt Holiday Tima
19 Hours - Compensatory Time

0 Hours - Leave Bank / Donation Time

Time Off
2. In the Request section, click the Time Off . button.
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Title: © Request Time Off
Functional Area: Time Tracking
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Request Time Off

< » December2015

Balance as of Sunday Maonday Tuesday Wednesduy Thumsday Friday Saturday
1 z 1 F 3
| 1zr2102005 R |
48 Hours
s 7 E 9 10 " 2

Balance Per Plan

Annual Leave
O Hows

Annual Leave Time OFf Termination
Payout Ptan

0 Hors

Cash Overtinie (FLGA) Compensatory

Time 20 2 ) I 24 28
e Chaistmas Dy
Compensatory Nen-Exempt Holiday
Timme

0 Hows

[I(.h:k or Click & Drag to select |

Fid 23 29 30 3
Leave Bank / Donation Tutte New Yexrd
OHows
Petgonal Leave
48 Hours

3. To select days you want to take off:

a. Use the Next > arrow to find an upcoming month in which you want to take a day off.

(Use the Previous <

arrow to go back, if needed.)

b. Click the day(s) on the calendar to select them.
Tip: Click the day and, for multiple consecutive days, drag acrossthe calendar to select
consecutive days.

c. Click the Request Time Off button that states the number of days you are requesting.

Note: The Request Time Off button displays the number of days that you are requesting to take

4 Days  Request Time Jf

off. Example:
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Title: Request Time Off
Functional Area: Time Tracking
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Request Time Off

Whan Monday, December 21, 2015 - Thissday, December 24, 2015 f

Type * o

Daily Quantity *

Unit of Time Hours

iit

Reason

Comment |

Attachments y

o S v

4. In the window, enter /select the following information in the fields listed:

Type: Use the prompt to select the appropriate Time Off code.
Daily Quantity: Enter the number of hours you are taking off daily. The Daily Quantity
cannot exceed your scheduled daily hours.

¢. Reason: Use the prompt to select the appropriate reason for leave.

Sutserui

5. Click the Submit button to submit the requested time off for approval.
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Title: Request Time Off
Functional Area: Time Tracking
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Request Time Off

:< > December 2015

Balance as of Sunday Meanday Tuasday ‘Wednesday Thursday Friday Saturday
3 2 3 4 s
127102005 B9 | .

48 Hours

Balance Per Plan
Annual Leave
0 Hmre

] 14 3 17 12 19
Annusl Leave Time OFf Termination v ' »
Payout Pian
0 Hours

Cash Overlime (FLSA) Compensatory
Tieme 20 2 3 2 = »
OHours Chiristas Diry
Compensatery Nor-Exempt Holigay
Time
0 Houra

s ] |28 29 a0 i a1
Leave Bank / Donation Time
0t Hours

Now Years

Personal Leave
48 Hows

A Days Reguest Troe it

6. Review the submitted time off request on the calendar. The day(s) that you requested on the
calendar.

(:i> Tips:

e Leave balances are not updated until the end of the pay period.

e To view the status of your time off request, use the View Time Off (Leave) Requests and
Balances job aid.

¢ You can cancel time off before it has been approved. After time off has been approved, you
can correct time off.

e There is no need to request Holidays as Time Off unless you work in a unit that uses pre-
scheduled holidays.

7. The System Task is complete.

Last Updated on: 02/08/16 Page: 4 of 4



Title: View Time Off (Leave) Requests and Balances
Functional Area: Time Tracking

View Time Off (Leave) Requests and Balances

Use this procedure to view:
¢ All your leave requests and the current status
¢ Your year-to-date leave balances and current pay period leave balances

Questions? Please contact your agency Timekeeper or HR Office for questions regarding leave requests
and balances.

IMPORTANT
Employee leave balances will be loaded into Workday before the go-live date and then updated again
within the first pay period.

Most employee’s leave balances have been one pay period behind in current timekeeping systems.

DBM expects leave balances to be up to date in Workday within the first two pay periods as timesheets
from the current systems are processed in each agency

Procedure:

1. From the Home page, click the Time Off  TimeOff  worklet.

Time Off Worklet
Reauest View
Time Off My Toma D
Tien O Coivection Time0i Balance
" Loevt ol Roapoes Tune OFf Results by Perivd

Rt from Leawe

Available Balance

499 53 Houra - Annaa! Luave

495 % bews - Annast Leave Time O Ternunaton Payotd Pian
0 Hours - Compensatory Esempt Husday Time

51 § Hows - Conpanaatory Tme

0 Hours - Leave Bar# 7 Donation Time.

48 Hours - Personai Leave

0 Hours - Salary Reduction Recovery

29851 Koiwrs - Sick Time
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Title: View Time Off (Leave) Requests and Balances
Functional Area: Time Tracking
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My Time Off
2. Under View, click the My Time Off button.

My Time Off — Time Off (Leave) Requests

Drganlaation  Dapartment of SPS Training > > 8PS TT Training - State Regular Employees
Managedfa)  Alzna Rain (WOGCCDOO)

Time Off Requests Time Off Balances as of Current Date
Tifoe O Roquosts 5 ens @ 7T
|
Day of the Start End ™ : n
| Date Week Typs T Time Requestad Uit of Time Staius Time Off Event
i 0narms Tuesday Frrsonal Lvave { Tivn O Caleridne) 8 Hous Suybimiied Tiane OM Heawert busnys Tonth
(h /i B o S Thursiday Petweninl Leaee [Vieree CFF Calertfacy | 0 Moo Butmittae)
|
1242372045 Wedneaday Peraonal Leave {Time Off Calendar) B Houry Baybrtict bk T O Reguest Hurttan Tosch
WiasET
1HEEN S Tibesdimy Personal Leave (Time DT Calendary | | R LR Bt Hmian Tosth
W adERF
192015 Wi Comp y Time For Relig Obsetvance 120 a0 4 Heun Sont Back Tiena Entry’ Hurman Toren (WIZ3E567 18 boute
[Tirviemheet) Al 2] from 12092015 \c VL/22,2018

» Time Off Requests Tab: Click this tab to review your leave requests and the status. This tab is
not available when there are no leave requests.

e Time Off Balances as of Current Date Tab: Click this tab to compare your year-to-date leave
balances and current pay period balances.

My Time Off — Time Off Requests Tab

nen Toreh (WH25e58 7 o

Drganlaation  Depariment of SPS Tramning »» SFS TT Traning - State Reguiar Emplayees

Managerts)  Alzna Fan (WO000001

Timé Off Requests Time 0ff Balanses as of Cument Dale

. BEYh
"0 © 00 06 0 © o :

Dhery o Ve

Date Week Type Thme Tame Reqoested Unit of Time Btalm Time Off Event
; 01/12/201% Tuasday Personal Leswe [Timse OH Calandnr} 8  Hours Submated ¢ Time DA Request Human Tarch |
WRIdEaT)
VAN Thrarsday Peontmnl Lo {Thime OFF Culerdes) B | Hous Submilled Tarue (¥ Reticeyt Mipman Toich |
| | WEIageT
: 12/23;2015 Wednesday Periondl Lewve (Tie OF Calyndns) A Hsurs Gutemitiest Time O Raguset uman Tossth
| MW ITSEET
| TR Toeaday Porsonal Leave (Tiine Ff Caléndar) | | B Foun Frapmited Time Off Raguesi Human Torzh
(#1234567)
TGR2015 Watnasday Coumy y Tienw Fet Religiooe Ob: 1200 i 5] 4 Hou Bent Back Time Entry Hurnarn Torch (1412345671~ 6 hours
[Tameshmet) ™ PR from 12:39/2015 15 12/22/2615
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Title:
Functional Area:

View Time Off (Leave) Requests and Balances
Time Tracking

A¥ LT EM - -
Time Off Requests Tab
|  Column ____ Description y
Date Date leave was requested.
Day of the Week | Day of the week leave was requested.
Type Leave type requested (e.g., Annual Leave, Personal Leave, FMLA, etc.).
Start Time Start time of leave for the day, if applicable.
End Time End time of leave for the day, if appicable.
Requested . Number of hours requested for leave.
Unit of Time Unit of time (e.g., hours).

Status

Status of the leave request: Unsubmitted, Submitted, Approved, Denied, etc.

Time Off Event

Type of leave request entered in the system:
e Time Entry: Leave requests less than 8 hours entered on the timesheet.
» Time Off Request: Leave requests for 8 hours (or your full workday) or
more entered on the Time Off Calendar.
* Leave Request: Leave of Absence (LOA) requests entered by HR, e.g.,
FMLA, Military, etc. Employees contact their agency HR office to start this
type of leave of absence process.

My Time Off — Time Off Balances as of Current Date Tab

Hrumsaa Targh (VY

1234567 8

Time CH Regirests

Time Off Balances as of Current Date

Balances Tracked in Hours 16 auins [+ ] ?
Thene Ending
it o . Period
TimaOAPn  UntofTime  Begimng  Comyover 20004 o Buwlning et Sorymves [ e Rariad Ralance Asof
VearBalance  Bakoce  TOEJ°  yp,  Peied Peviod g ol | [k Balance inchiding Period
i i Dale T Balance Prriod Period
° Pandiing
| Oate Evertla
| Arnual Houts 3076 18992 49554 ol ] [ 49534 49556 Linangs. -
| Leave /2015
Total: 49554 49554
lhroest Leore | Fours 7.6 07 o w548 B 0 o 9554 49554 L0901
Time A 1272
Teaniaation
Payour
Plan
Tolsh 495,54 49554
| Compeneatory | Fouts 0 0 0 o 0 o o 0 6 12009:2015-
| famempe ric 12022/2015
| Tars (BiYieskiy
| Regular!
| Total 0 t
! Compensatory Hours 0 L) 1,5 518 o 1] [ 315 51.5
| Time
Towah 515 515
1] e a (] 0 ['] !

Leave Banx
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Functional Area:

Title: View Time Off (Leave) Requests and Balances

Time Tracking

Time fo Balances as of Current Date Tab

Column

Description

“Time Off Plan

Leave type. For example:
— Annual Leave
- Annual Leave Time Off Termination Payout Plan
— Compensatory Time
- Cash Overtime (FLSA) Compensatory Time
- Compensatory Exempt/Non-Exempt Holiday Time
- Leave Bank/Donation Time
— Personal Leave
~ Salary Reduction Recovery
— Sick Time

Unit of Time

Unit of time for the leave type (e.g., hours).

Beginning Year Balance

Beginning leave balance for the next 12-month period.

Carryover Balance

Leave balance that was carried over to the next 12-month period

Accrued Year to Date

Leave accrued year-to-date.

Time Off Paid Year To Date

Total leave paid year-to-date.

Beginning Period Balance

Beginning balance as of the current pay period.

Accrued in Period

Hours accrued in the current pay period.

Time Off Paid in Period

Leave paid in the current pay period.

Carryover Forfeited in
Period

Total hours that have been lost and cannot be used during the
current pay period, e.g., loss of Annual Leave or Compensatory
Leave.

Ending Period Balance

Ending leave balance for the current pay period.

Ending Period Balance
Including Pending Events

Ending leave balance for approved and unapproved leave in the
current period.

As of Period

Pay period by which all period balances (displayed in columns 6 —
11) are calculated.

3. The System Task is complete.
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Period
Functional Area: Time Tracking

Title: View Time Off (Leave) Balance by a Specific

View Time Off (Leave) Balance by Specific Period

Use this procedure to view your year-to-date leave balances and pay period leave balances as of a date

you select.

Questions? Please contact your agency Timekeeper or HR Office for questions regarding leave requests

and balances.

Procedure;

1. From the Home page click on the Time Off Time OFF - worklet.

Time Off Worklet

Request View

Tire OFf My Tirne DFf
Time O1f Correction Tima Cff Balance
Leave of Absence Tine Off Results by Period

Return from Leave

Available Balance

/49554 Hours -Annlial Lesvs
495,54 Hours - ApiwiefLeave Tine Off Tesmination Payout P}q,
‘0 Hours - Compansatory Exempt Holiday Time
/515 Hours -Compénsalw_.rﬁni
0 Hours - Leave Bank / Donatitin Tirme
48 Hours - Personul Lesve -
tmnggm Salary Reduction Recovery

29891 Howrs - Sick Time |

Time Off Baiance
2. Under View, click the Time Off Balance button.

Last Updated on: 02/08/16
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Title: View Time Off (Leave) Balance by a Specific
Period
Functional Area: Time Tracking

B Y BT B M

Time Off Balance

hmwu;u.-mu =

3. Inthe As Of field, enter or select an appropriate date.

- oK
4. Clickthe OK ~ button.

Time Off Balance

Balance Az Of Date  07/01/2015

Valuzs displayed are based ori the Balance As QF Date enlered. Towew details dolf down on Yesr te Date vatues

Halénces Tracked in Hours 15 zems WY
| - e
| Time Endimg
| Time OH Plan Uniit of Ti Actiued i Beginning Time O Carnyoier sy
ime of Time L ; f
e o | T 0 TESY hemie | MO | ST | e | e | e
Date Balance g Period Pririod
Ta Panding
Datn Events
Annuat Hours 30786 | 8T (] 40757 0 0 0 407.57 -
Leave |
| Total: 407.57
‘ Annual Leave hours 307.6 9997 (] 407.57 ] (1] n 407.57 A0T5F  W24TENE- |
T.me O 07:67,2013
Terminatian (B:-Weekly |
Payout Regular} |
Pian ‘
| Total 407 57 |
|
| Compensatory Hours ] a Q (] ] a 0 a |
Exempt Hokday |
Time |
|
|
| Top 8 0 |
Compensatory Hours 1] 1] a g a 0 0 ] 4] 0 VG |
Time o707 213 |
| (BWeekly
Regidu]
| Tolal: ] 0
| Leave Bank / Haury o L] 0 1] 1] ] ] o D 06/28/2015

lomatmn ATMTME

¢ dudL T T o T e T T R S e e B L il

5. On the Time Off Balance page, review the year-to-date leave balances and pay period balances as

of the date selected on the previous page.

Last Updated on: 02/08/16 Page: 2 of 3



e A R

Functional Area:

Title: View Time Off (Leave) Balance by a Specific
Period

Time Tracking

1)
Information: Values displayed are based on the Balance As Of Date entered on the last
page. To view details, click on the links in the columns with Year-to-Date values.

Time Off Balance Page

# Column

Then

'Time Off Plan

| Leave types, for example:

- Annual Leave

- Annual Leave Time Off Termination Payout Plan
- Compensatory Time

— Cash Overtime (FLSA) Compensatory Time

- Compensatory Exempt/Non-Exempt Holiday Time
- Leave Bank/Donation Time

— Personal Leave

— Salary Reduction Recovery

— Sick Time

Unit of Time

Unit of time for the leave type (e.g., hours).

Beginning Year Balance

Beginning leave balance for the next 12-month period.

Accrued Year to Date

Leave accrued year-to-date.

Time Off Paid Year To Date

Total leave paid year-to-date.

Beginning Period Balance

Beginning balance as of the pay period.

Accrued in Period

Hours accrued in the pay period.

Time Off Paid in Period

Leave paid in the pay period.

Carrover Forfeited in Period

Total hours that have been lost and cannot be used during
the pay period, e.g., loss of Annual Leave or
Compensatory Leave.

Ending Period Balance

Ending leave balance for the current pay period.

Ending Period Balance Including
Pending Events

Ending leave balance for approved and unapproved leave
in the period.

As of Period

Pay period by which all period balances (displayed in
columns 6 — 11) are calculated.

6. The System Task is complete.
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Title: View Time Off (Leave) Requests by Period
Functional Area: Time Tracking

View Time Off (Leave) Results by Period

Use this procedure to view your year-to-date and pay period leave balances for one or more pay periods.

Questions? Please contact your agency Timekeeper or HR Office for questions regarding requests and
balances.

Procedure:

Time Off

1. From the Home page, click on the Time Off worklet.

Time Off Worklet

Request View
Time Off My Time Off
Timie Off Correction Tima Off Balanee
Leave of Abaence Tirae Qff Reaults by Period

Aeturn from Leave

Available’Balance

0 Hours - Annuai Leave

0 Hours - Compenszatory Exempt Holiday Time
C Haurs - Compensatory Time

0 Hours - Leave Bank / Donation Tane

48 Hours: - Pérscna? Leave

0 Hours - Salary Reduction Recovery

2. Under View, click the Time Off Results by Period button.

Last Updated on: 02/08/16 Page: 1 of 3



Title: View Time Off (Leave) Requests by Period
Functional Area: Time Tracking

SYSTEM

Time Off Results by Period — Select Leave Type and Period

Time O Plans # | 0 -
Perinds L el
By Period Schecre ]
Al Tovw OFf Plass 3

3. Onthe Time Off Results by Period page, enter or select the following values:

e Time Off Plans: Enter or select one or more leave plans to view.
o Periods: Select one or more pay periods to view.

4. Click the OK “ button.

5

fLJ
S Tip: Click the Cancel button to return to the previous page. Your entries will not be saved.

Time Off Results by Period

Human Torch(W 1234567 1an

Periods 11/25/2015 - 12/08/2015 (Bi-Weekly Regufarj
1171172015 117242015 (BiWeekiy Regufar)
10/28/2015 - 11/1072075 (B-Weekty Regquiar)

Time Off Plane  Annual Leave

4 e ﬁ ?
Tima Ending
off Perivd
| Actrued Beginning Carryover -
Baginning Pald Acoruadin  Tima Of Pald EndingPericd  Balance
Balance Period Time Off Pian ~ Unht of Time Year Bal Yeat To N Pefiod p in Perlod Forteited in B Inchuding
Dste Balance Peifod
To Petvfing
Date Events
1O/ 272015 Annual Hours 76 17687 1] 47678 7.69 D (] 48447 480.47
TI072018 (R Leave
Waeesty
Reguta)
112015 - Aniual Haurs 307.6 184 56 0 48447 7.69 0 0 449216 481.68
V12402006 (B | Loav |
Wealdy |
Fogular) I |
11/25/2015 - Annusl Hours 3076 19225 a 492.16 7.68 0 0 49935 489135
12/0872015 (Br- Leaner
LUTEN Y

5. On the Time Off Results by Period page, review the pay period balances for period(s) selected on

the previous page.
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Functional Area:

Title: View Time Off (Leave) Requests by Period

Time Tracking

Time Off Results By Period Page

Column

Description

Balance Period

Pay period for which balances are displayed. Pay periods included
in the report are listed at the top of the page.

Time Off Plan Leave plans selected for review. Leave plans (Time Off Plans)
included in the report are listed at the top f the page.
Unit of Time Unit of time for the leave type (e.g., hours).

Beginning Year Balance

Beginning leave balance for the next 12-month period.

Accrued Year to Date

Leave accrued year-to-date.

Time Off Paid Year To Date

Total leave paid year-to-date.

Beginning Period Balance

Beginning balance as of the pay period.

Accrued in Period

Hours accrued in the pay period.

Time Off Paid in Period

Leave paid in the pay period.

Carrover Forfeited in
Period

Total hours that have been lost and cannot be used during the pay
period, e.g., loss of Annual Leave or Compensatory Leave.

Ending Period Balance

Ending leave balance for the pay period.

Ending Period Balance
Including Pending Events

Ending leave balance for approved and unapproved leave in the
period.

6. The System Task is complete.
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~— Title: View Carryover Balances
Functional Area: Time Tracking

S¥YLTEM

View Carryover Balances

Use this procedure to view carryover balances for the next 12-month period. Information shown includes
selected leave plan, the Carryover Date, Carryover Balance, Forfeited Hours, and the expiration date of
leave balances specified (if applicable).

Questions? Please contact your agency Timekeeper or HR Office for questions regarding carryover
balances.

Procedure:

Workday Header

/ \ ]
workd ay Jennifer Lawrence (W4691012) q‘.‘

1. In the top right corner, click the My Account w icon.
Workday Header — My Account Menu

. AD
Jennifer Lawrence (W4681012) '

% Jennifer Lawrence ... I
W View Profile

e

nhoY 94 ]

AR ok
Mosifications

Favirites
My Account
Vi Drive

Docimertation [

tAy Acooust

2. Click the View Profile ViewW Profile ponoring
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Title: View Carryover Balances
Functional Area: Time Tracking

Worker Profile

P rence WEGs 1012, o
WibeT Lawirenes IYyaos ol

a4 1S

omn Mqr Senior ] Q) View Team N Kals Hudson
) g ) - (W2222202)
+1 [410) 7678888 (Pricnany) Mgt

o v | Baltimaoree - 301 W, Preston St
l:-_.l Jugitde Lashence @ il and gov

3. Click the Related Actions and Preview |1 icon next to your name.

Worker Profile — Available Actions

[ R ]

C10101 Mgr Senior || Bisiness Process:
+1(410) 757-B883 (Priz’nary) Compensation View Team Contact
= - Organization _
At 5 Phone  +1 (410) 7674888 (Primany)

Payment

' | Jennital Lasrenomimantind goy

| Payrot nterface e PENINLE il

! Personal Data

Work Address
Talent
Jod Contact -— ——

Tima and Leave Enter My Time
Worlwday Account | Heview My Time by Week

| Y " | 33 % 201 W_Preston Sireet Baftimare, MD

Professional Profile Jab Detalls Worker History | Submit Thow 21201 United States of Amer.ca

e | View My Calerxiar |

| Favistite

Retisent Tirme O
3 Intagiation ID;
Experience + s . : Coect Time Off
Pred |
. | e | Miew Time Off
Education « asg | Sesiity Profike I
[ = : | View Time Off Bafance
et View Time Off Reaults by Period

X |
View Calculated and Overtide Balandes

View Larryover Balances

4. Inthe menu, hover over Time and Leave, then click View Carryover Balances.

Carryover Balances for Worker — Select Date Range and Time Off Plans

Gtant Date 4k
End Dale Wroosyyyy B9
Tinte Off Pliwrn =
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T ' Title: View Carryover Balances
Functional Area: Time Tracking

SY¥ST EM

On the Carry Over Balances for Worker page, enter or select values for the following fields:
o Start Date: Enter the start date for the period in which you want to view.

End Date: Enter the end date for the period in which you want to view.

» Time Off Plans: Select one or more leave plans that you want to view carryover balance

information.

Carryover Balances for Worker

Start Date 0720122010 2

End Diate | v2rier2018 )

Time Off Plans X Sitk Time

X Persond) Leave
X Compenuatory Time
2 Annusl Letie

6. ClicktheOK — button.
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Functional Area:

Title: View Carryover Balances

Time Tracking

Start Date 0770172014
End Dale 12/16/2015
Time Dff Planz  Annual Leave
Caompensatory Time
Personal Leave
Sick Time
= 1] (2
Plan Unit of Time
Annual Leave Hours
Compensatory Time Howurs
Haurs

|
| Personai Laave

Sick Time | Hours

%? [

Carryover Date Carryover Balance Forfeited Expiration Date
01/01/2015 2076 0
12242014 0 0 821812015 I
0012085 n 48 . :
aovais 184.8 0

(3]

7. Review the carryover balance information.

Carryover Balances for Worker

|

i

S n
|

Desc

. Plan

Leave types that were selected o_h..the previouse page.

Unit of Time

Unit of time for the leave type (e.g., hours).

Carryover Date

Date that the balance for the leave plan was carried over to the
next 12-month period.

Carryover Balance

Leave balance that was carried over to the next 12-month period.

Forfeited

Total hours that have been lost and cannot be used during next
12-month period, e.g., loss of Annual Leave or Compensatory
Leave.

Expiration Date

Date that balances expire in the time frame selected (e.g.,
7/1/2014 — 6/30/2015, if applicable.

8. The System Task is complete.
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= Title: Correct Time Off Requests
Functional Area: Time Tracking

SN ST M

Correct Time Off Requests

Use this procedure to correct time off requests that have already been approved and that were started
using the Request Time Off process. You can delete a day or cancel the request entirely. All corrections

must be submitted for approval.

This procedure should not be used to correct time off or leave requests for the following:

Type of Leave Request Action To Take

Time Off Requests denied by your supervisor or Sta a new request. Refer to the Request Time

other approver in Workday. Off job aid for detailed procedures.

Leave of Absence (LOA) requests (e.g., FMLA, .
Accident, Organ Donation, etc.) requested/applied i%?}:gtt Syour RIRIGHCS (9 ConpCereanca! Eon

for outside of Workday and approved by HR.

The procedure starts on the next page.
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Title:
Functional Area:

AYLTEM

Correct Time Off Requests
Time Tracking

Procedure:

Time Off

1. From the Home page, click the Time Off

Time Off Worklet

Request View

Time Off
Time Off Correction
Ledve of Absence

Ratum from Laave

2. Inthe Request section, click the Time Off Correctio

Correct My Time Off Calendar

HE Jamie Fox (WIT11111) &8

¢ . >, December 2015

Balance as of

Buntay Monday Tuesday

2

|~

127097205 = |

133215 Houre
Balance Per Plan |«
Mn‘l‘.ml Lurnvn

482 Howa

Annupl Lesvo Time O Terminalion
Payoul Plan

491.83 Houwrn

Cah Ovestime (Fi SA) Compenastory
Time 1
|« Annuai teave (Tome O Caienan

i |
0 Houra

Cempénnatory Non Exempt Hohday
Tume

0 Houra
7
| eave Bank / Donation Time

0 Hours

Pearsonal Leave
48 Hours

Salary Reducuom Recovery
@ Hours

Bhok Throa
1003 Hours

Click the gray time block that needs to be corrected.

worklet.

My Time Off

Time Off Balance

Time O{f Results by Period

n button.

Wednezsday: Thutudey Friday Sarbtsrikey

Publs He2

0
AU Ltave (Tine CHf Caleh

e 25

it Ly

Ntk et
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Title: Correct Time Off Requests
Functional Area: Time Tracking

SYLMTEM

(\l) Information: The status of a Time Off request displays inside the time block as follows:
e Gray Clock = Unsubmitted

Gray Check Mark = Submitted

Green Check Mark = Approved

Red Circle = Denied

Yellow Exclamation Mark = Needs Actions

Note:
To correct a request that has not been approved (e.g., status is “submitted”), cancel the entire time off
request and start a new one. Refer to the Cancel a Time Off Request job aid for details.

Correct My Time Off — Corrections Window

Correct Time Off Jamie Fox (W11117111) b A
Wadnesday, December 09, 2015 - Thursday, December 10, 2015

Selsct Al © 0 selected
2 tding
@ £ Wedneaday, Annual Leave (Time 8 Hours
ST Dacembac 00, Off Calendar)
2015
@ Thuraday, Annual Leave {Time 8 Hours
December 10, Off Calendar)
2015
Type Annual Leave (Time Off Calendar)

Daily Quantity i

Unit of Time (amply}

Commant

Details

4. Make corrections using the procedures below:

Do This...
Click the checkbox on the row of the request
2. Enter zero in the Daily Quantity field.
OR
Click the Remove Row button (minus sign) on the row of the
request.

-
.

Cancel one or more days...
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Title: Correct Time Off Requests
Functional Area: Time Tracking

A AT EM

Continge

5. Click the Continue
.f—\-f.
&

button.

Tip:
* Use the Cancel button to cancel the corrections made on this page. You will be
returned to the Correct My Time Off page.

Correct My Time Off
iy i Jdamiie Fox (WTi11111) 2

< » . December2015

Balarice asof Sunday Monday Tueaday Wetlnesduy Fhursday Friday Saturday
g i | ¥ 'l 5
| 1200972005 5 | # Pugec Hes

1,332 15 Houra
5 i L] 2 10 n i

’ [E e rr T A
Balance Per Plan ;(,;}Amma!t: |¢ Annalie

Annual Leave
492 Hours
Annual Leave Timr O Termination

Payout Plun
491.45 Houwrs

Cash Overtime (FLSA) Cormpensatery
Time ") 2 2 ‘2 n 25 2%
0 Hours | st Leave (rime O Salendar Lttt DAy

Compensatory Non-Exempt Hollday
Tims

0 Hours

Leave Bank 7 Donation Tima INew Yenrs Gay
0 Hours

Pereonal Leave
48 Hours

Salary Redustion Recovery
0 Houn

Hrak Timae
3003 Houry

BUOTTHY

6. On the Correct My time Off page, click the Submit button.

Information: The time off request status is “Unsubmitted” on the calendar after you make a
change.
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T Title: Correct Time Off Requests
Functional Area: Time Tracking

SYSMTEM

Submit Time Off Correction Page

Workes: : JamiaEa (WI1TT1T1):

1 fleme
|
| Wihon Type Daily Quantity Total Quantity

12/002ms Annual Leave (Tiree Off Calendar) U Hourn U Hours

' Jentar voue cvimman
|

=l

7. Review your corrections.

Submit
,§‘\. Click the Submit button.

(1
\) Information:
Monitor the status of your request by clicking the My Time Off button in the Time Off

worklet. Refer to the View Time Off (Leave) Requests and Balances job aid for details.

9. The System Task is complete.

¢
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Title: Cancel a Time Off Request
Functional Area: Time Tracking

A¥LTEMW

Cancel a Time Off Request

Use this procedure to cancel a Time Off Request that has not yet been approved.
Note: If a Time Off Request has not been approved, you cannot use the “Time Off Correction” function to
cancel days on the request.

Create a new Time Off Request to make changes that were not included in the original request, such as
cancelling a day(s), extending the duration of the time off, changing the start date, leave type changes,
etc. :

Procedure:

1. Onthe Home page, Time Off  Time 0ff  worklet.

Time Off Worklet »
7
b
Request View .
Time off My Tirne Off
Tirne QFFf Cotrection Time 2Ff Ealance
Return from Leave Time Qff Results by Petiad

Avaifable Balanice

394 75 Hours - Annual Leave

399 75 Houre - Annunl Leave Time Off Terminatinn Payout Plaa
© Hours - Cash Overtime {FLSA) Compensatory Time

0 Hnurs - Compensatory Non-Exermpt Holiday Tinve

G Hours - Leave Bank / Donaten Time

48 Hours - Pérsorial Leave

72 Houts - Pre-Scheduted Holiday (for 24/7) Time Off Plan:

G Hours - Sslary Reduction Recovery

300 3 Hours - Sick Time

Time Cff

2. In the Request section, click the Time Off button.
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Title: Cancel a Time Off Request
Functional Area: Time Tracking

."S'lll’.l.M

Request Time Off

00000) oo

Tedey (€| 3 December 2015

Balance as of Sunday Monday Tisesd Wednesday  Thured Friday Saturday

| 127217205 2 | |

1,219.8 Hours

Balance Per Plan

Atnvaol Leave

99,75 Hours . -
Anviisl Lbave Tirme O3 Temiaation o e L 19 i ke W
Payout Plan

99,75 qupg

Canh Dy (FLSA} C
Tima

O Houts

P ¥

Campensatory Noo-Exemnpt Holiday |

Time

0 Houra )
# = #: % ¥ !

Leava Bank/ Donation Tin | # Parsonal Leave {Time O €. || New Years:

6 Hours - T

Personal Leave

48 Hours

3. Search for the time off request on the calendar, then click the time block.
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Title: Cancel a Time Off Request
Functional Area: Time Tracking

SYHTEM

Time Off Entry Details
|
| Time Off Entry s
|
When Wednesday, December 30, 2015 - Thursday, December 31,
2015
| Tipe Personel Leave (Time Off Calendar) |
Requested 16 Hours
Reanon ‘Vacalion .
| Initiated Ori 12/21/201508:20 AN |
Time Off Event  Time Cff Request: Tins Fey (WODDODOG)
Commant (empty)
|
| Cancel this Request
Cancel this Request
4. Click the Cancel this Request button.
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Functional Area:

Title:

Cancel a Time Off Request
Time Tracking

Cancel Business Process - Time Off Request

5. Inthe comment field, enter the reason for cancelling the request.

6. Scroll down (if needed) and click the Submit

Fuoe

Overall Process

Overall Status

Due Date

Details

2Zitens

Date

12r30/2015

| 31205

Cancel Business Process Tirme Off Réquest: ¥
Tina Fey (W0000000)

Tirin Fey (W0OROD0OD)
Tima Off Request: Tina Fey (WI000D80)

In Progress
1272372005
Day of the i Unit of
Week Type B Time
Wednesday  Peraonal 8 Hows
Leave
(Tima OfF
Calendar) |
| Thurnday Personal ! B | Hours
| Ledve |
{Time Off

Caimndn) |

| ™

button.
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Title: Cancel a Time Off Request
@ Functional Area: Time Tracking

SY BT EM

7.
8.
9.

Time Off Request — Cancellation Confirmation Page

| You have submitted Time Off s
| Request: Tina Fey (W0000000) G

©

Process Canceled

Details and Process

Click the Done - button.
If desired, create a new Time Off Request.
The System Task is complete.
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